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PERSONNEL (continued) 


4 1996 Holiday Schedule 

Attached is our 1996 holiday schedule and a message 
from our President and CEO, Andrew Schindler. 
Please distribute this letter to all Field Sales 
- employees in your ROU. 

Program Contact: Mike Judkins, extension #0472 


PERSONNEL 


4 P/e/d Sales Home Office Contacts 

An updated listing of Home Office contacts is now 
available for viewing via the SIS Bulletin Board. 

It is important to remember that internal staffs have 
been significantly reduced and have faced the same 
reorganization Issues that Field Sales has. Home 
Office departments will make every attempt to 
communicate the information you need to run your 
ROU and your business. It Is the personal 
accountability of each Individual in Field Sales to 
beware of information sent to the Field and to access 
that information before calling Winston-Salem. 

When calling, if you need to leave a message, it is 
Important to use VoiceMall efficiently. Be sure to 
leave a detailed message of the assistance or 
information you need. That way, Individuals involved 
can have the information available when returning 
your call. 

Bottom line, if you need assistance from Winston- 
Salem, by all means call. However, do not pick up 
the phone and call If the information has been sent to 
you and Is readily available from another source. 
Reorganizing has affected us all and we must work 
together - smarter rather than harder. 


3YSTEMS/ADNUNISTRATION 



1996 Poaet/Hsnd-Held Discounting Codes 

As a reminder, please “inactivate' anv of the 1996 
discounting codes that are not required in vour region 
prior to January 1 . (Reference FSC 186-A ROU Brief) 
You may do so by accessing Function C70 In BPE 
and typing in ‘1966" and selecting the various types of 
discount vehicles by brand. Type an “r beside the 
codes you do not want added to the Reps reporting 
devices. 


By Inactivating the unnecessary codes, the download 
will be much quicker and the Reps will not have to 
spend time scrolling through codes not needed for 
their market. 


Program Contact: Sharon Reid, extension #2584 



Revision on Full-Price Promotional UPC Numbers 

The ‘Special Price, 3 Carton’ UPC number should be 
12300-70502. Please make this change on your full- 
price promotional UPC numbers sheet. 





Program Contact: Charlie Stone, extension #2548 
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Program Contact: See SIS Bulletin Board 
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SYSTEMS/ADMINISTRATION (continued) 


4 Revised Direct Account Inventory Dates 

FSC-187-A (for all regions except New York Metro, 
Southern California and Seattle) titled “Direct Account 
Inventory Levels for All RJR Cigarette Brands 
Stocked' states that direct account inventory levels be 
taken January 15,16,17 and 18,1996. As the 
Company paid holiday schedule now includes the 
Martin Luther King holiday, which occurs on Monday, 
January 15, direct account inventory levels should 
now be taken on January 16,17,18 and 19,1996. 

Inventory dates for the New York Metro, Southern 
California and Seattle Regions have not changed and 
continue to be January 9,10,11 and 12,1996. 

Program Contacts: Scott Steen, extension #7149 
Tim Fields, extension #7307 



4 Reassignment of Laptop Uoon Change in Job 


Based on our conversation in Winston-Salem last 
week during the ROM meeting regarding the laptop 
when an employee changes jobs, the following 
procedure should be followed: 

• If an employee moves to a new job that has the 
same laptop application, they should take their 
laptop with them (example: Retail Manager to 
Division Manager or Account Manager to Key 
Account Manager). 

* If an employee moves to a new job that requires a 
different application, the laptop must be returned to 
Winston-Salem and a new laptop will be issued 
(example: Sales Rep to Retail Manager or Account 
Manager, Division Manager to Key Account 
Manager or Account Manager to Division Manager). 

Also, the office relocation/equipment request form 
#1036 in F3 Fill should be completed and sent to 


fit 


wmston-saiem. (unce you go into t-3Hii main menu, 
click once on “Misc" then click once on “Other".) At 
this time, forms in F3Fill are not connected to the new 
XcelleNet mail and must be faxed to Winston-Salem. 


Program Contacts: 


Vanessa Perry, extension #6113 
Don Williams, extension #5503 


BEST WISHES FOR A HAPPY 
HOLIDA Y SEASON AND A 
PROSPEROUS NEW YEAR!! 


i m Q nts.ucsf. & w i/do@G>prwQ000 


51846 9333 






1996 Holiday Schedule Announced 
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Listed below is the schedule of Company paid holidays for Field Sales employees during 1996. As you review the listing, 
you will notice a change has been made from previous years’ schedules. Beginning in 1996, Dr. Martin Luther King's 
birthday will become a regular Company paid holiday. In 1996, the Martin Luther holiday will be celebrated on Monday, 
January 15. 

A major change has been approved for 1996 concerning "floating holidays." In the past, your Region Sales Manager 
designated two (2) floating holidays. This year each employee will be able to designate his or her two (2) floating 
holidays. Each employee should communicate to his or her respective Manager when he or she plans on taking these 
"floating holidays." 

As part-time and temporary employees are also eligible for paid holidays during the year, each of them will also be 
allowed to designate when they intend on taking the two (2) ‘floating holidays." As a reminder, part-time employees are 
eligible for holiday pay if they work any part of the week in which the holiday occurs. Temporary employees must work 
the day prior and the day after the holiday to be eligible for holiday pay. 

With the Company holidays listed at the end of this memo, and with the employee designating two additional "floating 
holidays," the total Company paid holidays remain at eleven (11). 

In announcing the 1996 holiday schedule, Andrew Schindler, President and Chief Executive Officer, stated: 

"Why is this change being made? It is being made to emphasize in the strongest way the need that we 
continue to have in this Company for all of us to work effectively together as a team and to both allow and 
encourage everyone of our co-workers to contribute to their maximum ability toward the achievement of our 
business goals. 

We have tremendous challenges in our business - both in the marketplace and In other areas. We cannot 
tolerate utilizing any of our resources, especially our human resources, in anything but the most effective 
manner. 

In his years as America's most influential civil rights leaders, Dr. King asked for people to look beyond their 
differences and accept others for who they were and what they could contribute. 

That is what we need to do within our Company. In the face of the toughest kind of business challenges, we 
must be willing to work with each other, support each other, and include each other. We cannot let the 
differences among us get in the way of us achieving our business goals. Rather, we must work hard to use 
our differences to advantage in our business. 

I want our celebration of Dr. King’s birthday as a Company holiday to be symbolic of our commitment not to 
let our differences hinder our ability to achieve our business goals. Achieving our business goals will be 
tough enough. Working together as a team, respecting each other, valuing each other and trusting each 
other will make an already difficult task easier." 


1996 FIELD SALES HOLIDAY SCHEDULE 


NEW YEAR’S DAY 

MARTIN LUTHER KING’S BIRTHDAY 

GOOD FRIDAY 

MEMORIAL DAY 

INDEPENDENCE DAY 

LABOR DAY 

THANKSGIVING DAY 

DAY AFTER THANKSGIVING 

CHRISTMAS DAY 


MONDAY, JANUARY 1 
MONDAY, JANUARY 15 
FRIDAY, APRIL 5 
MONDAY, MAY 27 
TUESDAY, JULY 4 
MONDAY, SEPTEMBER 2 
THURSDAY, NOVEMBER 28 
FRIDAY, NOVEMBER 29 
WEDNESDAY, DECEMBER 25 


** TWO (2) FLOATING HOLIDAYS WILL BE DETERMINED BY EACH EMPLOYEE. 


Source: https://www.industrydocuments.ucsf.edu/docs/pnjyOOOO 


51846 9334 




